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SPACE BAR SHIFT 


The colored keys are your home-row keys. Always start typing with your 
fingers resting lightly on these keys. At the top of the keyboard illustration, 
you'll see a reminder of which finger should strike which keys. Your fingers 
should always return to the home-row position after striking a key. 
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The ExperType Potpourri 


Here are a few hints, tips and suggestions that will make using the 
ExperType program and learning the touch-typing method as easy 


as ABC! 





e Your ExperType Report 
Card 


Your ExperType report card is very 
much like your performance review. 
The same criteria are used to judge 
your problem keys—misstrikes and 
hesitations. Your report card _ is 
also cumulative. Problem keys will 
continue to be listed until you 
improve your performance on them 
sufficiently. 


e Ready to Type? 


Before you start your typing lessons, 
check to make sure you're in the cor- 
rect position at ADAM: 

1. Are you sitting up straight in your 
chair and are your feet resting flat on 
the floor? 


2. Are your arms hanging naturally 
from your shoulders, and are you hold- 
ing your elbows in a comfortable posi- 
tion close to your body? 

3. Are your fingers lightly curved, and 
are your hands parallel to the ADAM 
keyboard? 


e While You’re Typing... 
While you're typing, remember to: 

1. Keep your fingers lightly curved. 

2. Strike the keys sharply and then re- 
turn to the home row position. 

3. Keep your eyes on the copy. Don’t 
look at the keyboard. 

4. Keep typing. Don’t interrupt your 
lesson or pause. 


e Practice Makes Perfect 


Don’t rush through the twelve touch- 
typing lessons. Even the most experi- 
enced typist can use some practice 
and review. It’s important that you 
learn the keyboard so you can type 
without looking at the keys. 


When you're doing the touch-typing 
lessons, try repeating each individual 
lesson before going on to the next. To 
repeat a lesson, simply do not press 
the LESSON ADVANCE Smart Key to 
start a new lesson. After a short wait, 
the lesson you just finished will ap- 
pear again. 


Once you’ve done all 12 touch-typing 
lessons, you may want to go back to 
Lesson 1 for more practice. Press the 
LESSON ADVANCE Smart Key to re- 
turn to Lesson 1. Repeat the 12 touch- 
typing lessons at least one more time 
before going to the Select-Lesson 
screen and more advanced typing 
lessons. 


e Print Dictation 


When you're doing the print dictation 
lesson, remember that you must re- 
produce the format that ADAM 
printed out exactly—line for line. If 
you don’t follow the printed copy, any 
words that don’t match are counted as 
errors. You'll find that print dictation 
is a good way to get practice at dupli- 
cating formats—one very common 
typing activity. 


e What’s a Problem Key? 


At the end of every Freestyle or Dicta- 
tion lesson, you'll receive a perform- 
ance review from ADAM. A keyboard 
will be displayed on the screen and 
your problem keys will be colored red. 
How does ADAM decide which keys are 
your problem keys? Your problem keys 
are the keys that you have the most 
difficulty with. You may be hitting the 
key next to it, the key above it or the 
key below it on the keyboard. Or you 
may be waiting too long to strike a key. 
That means that you’re probably 
“hunting and pecking” and looking at 
the keyboard before striking the key. 


When problem keys are indicated on 
the keyboard, this doesn’t mean that 
you are not doing well at your Exper- 
Type lessons or that you aren't a good 
typist. Even professional typists have 
difficulty with some keys. Try not to 
think of your problem keys as mis- 
takes. Simply think of them as indica- 
tors of the touch-typing lessons that 
you need to keep practicing. 


Your performance reviews are cumu- 
lative, that is, problem keys that 
appeared on your first perform- 
ance review will continue to appear 
until you improve your  perform- 
ance sufficiently. 


Remember, too, that while you're typ- 
ing, ADAM is timing your perform- 
ance. This means that once you starta 


lesson you should finish it. Try to 
avoid interruptions—even tiny ones 
(answering the phone, for example) be- 
cause ADAM will count your time 
away from the program as hesitation 
time and your performance review 
will be an inaccurate evaluation of 


your typing. 


Sometimes you'll notice a key colored 
on your performance review as a prob- 
lem key that you don’t remember strik- 
ing. In this case, the problem key is a 
shifted key. (Remember that the key- 
board graphic displays only lower-case 
keys.) For example, if the key that con- 
tains the question mark (?) and slash 
(/) is highlighted and you dont re- 
member having the slash in your typ- 
ing lesson, your problem key is the 
question mark (?)—the shifted slash 
key. When you receive your ExperType 
report card (at the end of every fifth 
lesson), your problem keys, both 
shifted and unshifted, will be listed. 


If you decide to repeat your touch-typ- 
ing lessons at the start of the program 
so that you are typing only a small 
number of keys, you'll notice that your 
performance review will most likely 
display as problem keys all of the keys 
you have used. The program will ad- 
just your performance review as you 
use more keys in your lessons. 
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Getting Ready to Type 


Touch typing teaches you the correct fingers to use for each key so you can 
type without looking at the keyboard. Eight of the keys on the center row of 
the keyboard are called your home-row keys. Whenever you start typing, 
you should always slightly curve your fingers and place them lightly on 


these keys. By keeping your fingers on these keys, you'll be able to reach all 
the other keys on the keyboard. 


